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MEMORANDUM FOR: “ Chief, Support Serviccs Staff
« Rt |
25X1 : SUBJECT: o Re*)rint of 19%% Corres;:ondan»e Handboo‘«' |

1. :As you requested I have reviewed the reprinted Corresponﬂw
ence Manual and find: .

2. The reprint wes made 15 Oc‘ho’oer 1965. .
SR On the reprint the 1955 date was deleted.

- " e. Illusteations of forms were updated on pages 5 ';3
o 'throug;h 67. .

, d. Yorm numbers in the texu were changed 'bo conform with
,updated il]ustrationa on pages 59 throu;,,h 68

i e. The old Ccrres,pondence Ho.ndbook| ' Tis .
dated Mey 1955, In June 1958 the DCI section wes changed by
Regulations Staff, During the October 1005 reprint the

. printer inadvertently uced the old Mey 1955 ner'atives for
‘the nex chapter {pages 55 ﬁbrough 58),

2, This *‘eﬁrir‘t wEs nade in en effort to resaomi to maiyy re-~ -

' gueste to this Starf for guidance on the preparation of torrespondence.
A revision of the Handbook was in process st the time but would requive

- considerably more time to be published, . Consequently, since the exisi-

" ing Hendbook was consldered to be better thon nothing, the stock wasz .

" replenished in October 1965, The forms illuetraticns were so obviously

N obsolete t‘ze correct i‘orma sar"oles vere substitu‘ced S

s j. o'm hundrad coples.were printed and distributed tc all Reccx
Oi“ficers and anyone that requested them just es wes done with the
Hondbook in the past. Fifty copies went to the Interim Assipnment

. Pool on 16th Bireet, EOD's are taught that when aszigned thelr new
office procedure would prevell, but this menual wos to be a genersl-

- guide and point of departure for them., For years every stenographer.
. left the pool with 8 copy of the 19‘55 edition of the Ccr*espondance
Handbool«:, : o S
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., In ::éviewing the DCI seétion in the veprint, I conpider it
a fortunste aceident that the 1955 section was used rather than the
1958 secticn uhich is replete with references to Mr, Dulles, Geénersl

Cebell, and their correspondence procedures.

o 5. In reply to your question as to our next step, I would
- recommend that we increuse sur effort to publish an up to date
TL—revisicn of the Correspondence Handbook. Your idea of deleting the
' DCI section from the general menual end publiching it a5 a swaller
booklet for offices concerned is excellent. We could bt such a
note in the revision end circulate a memo asking for contributions.

{
‘-— . . X
6. Finelly, I believe the reprint wes a sincere, concientious .
effort to provide an interim solution for a pressing problem, I ©ind
. absolutely nothing to indicate any intent to circwmvent the Regpulatoey
" Issuance procedure and authority., I feel we have no problem other
than producing an updated menual, i
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